Peructpanmonssiii Homep Ne 84-13/2014 (2 u3manue)

«CorJiacoBaHo»: «IIpunsT»:
Ha COBEIIAHUM MPU TUPEKTOPE

«31» suBaps 2014 rona

«YTBepKIAION:
ey A Nel B.A.3axapsn

IIpencenatens Ympasisiomero
coBeta A.B.Kunbn IIpukas mo

«03» despasg 2014 r.
73

i £

&

IloJio:kenne

0 3aIUTe, XPAHEHHH, 00paboTKe H Nepeaye NePCOHAJBHBIX JaHHBIX PA0OTHHKOB

MYHHIMNAJIBHOI0 001eo0pa3oBaTe/ibHOro yupexaenns KyBmnnosckoi cpeanei
0o0meoOpa3zoBaTe/IbHON MKOJbI Nel

1. O0wmue moJ1okeHus

Hacrosmee Ilonoxenne pa3paboTaHo B cooTBeTCTBUH €O cT. 24 Koncturymuu PO
or 12.12.1993r. (c u3MeHeHUSIMH W [OMOTHEHUsAMH), | pakmaHcKuM KogekcoM P® ot
26.01.1996r. Ne 14-®3 (c usMeHeHHSAIMH U jpomnonHeHUsMH), Tpymoseim Komekcom ot
30.12.2001r. Ne 197-®@3, denepanbabiMu 3akoHamMu oT 27.07.2006r. Ne 149-®3 «06
vuHQopMalyy, HMHOOPMAIMOHHBIX TEXHOJOTHMSAX W O 3alquTe MH(GOPMALUM», OT
27.07.2006r. Ne 152-®3 «O mnepcoHaNbHBIX OaHHBIX», PenepanbHBIM 3aKOHOM OT
29.12.2012 Ne 273-@3 «O6 obpazoBanuu B Poccuiickoii @Denepammm», YcTaBoM
MYHHUIMIIATEHOIO  001eo0pa3oBaTebHOTO  yupexaeHuss KyBIIMHOBCKas — cpenHss
obmieobpazoBaTenbHas 1kona Nel.

Hactosmee TlonoxxeHue pacmpocTpaHseTcs Ha BCEX COTPYAHUKOB, U Bce
PabOTHMKH JOJKHBI OBITH O3HAKOMIIEHBI ¢ 3THM [10I0KeHHEM [TOJ] POCITHCE.

1.1. TlepconansHele naHHble paboTHWMKa — HH(OpMamus, HeoOXoxumas
paboTojaTento B CBS3M C YCTAHOBJIEHMEM TPYIOBBIX OTHOILEHUH M Kacaromascs
KOHKPETHOro paboTHrKa. OHH BKIIOYAIOT B ce0si: omo3HaBarensHele qanssie (PHO, nara
U MECTO POXIECHHMsS, TpyAoBas Ouorpadus paboTHHKa, (akTel OGuorpadum); ITUYHBIE
XapaKTepUCTUKM PabOTHHKA (TPpaXIaHCTBO, HAJMUWe HAy4YHBIX TPYIOB, U300pPETEHHH U
T.I.); CBEIECHUS O CEMEHHOM IOJIOKEHHH, COCTABE CEMBM, COLMAILHOM IOJOXKCHUH,
CIly’)ke0HOM IIOJIO)KEHWH; HaBbIKaX; O (PMHAHCOBOM IMOJIOKeHUH. K IpemocTaBiseMbIM
TIEPCOHATIBHBIM JaHHBIM PaOOTHMKA OTHOCUTCS MHGOpPMAIVS, COAEPIKAIIAsCS B MACIOPTE,
TPYJOBOM KHM)KKE, B CTPaxOBOM CBUIETEIbCTBE TOCYIAPCTBEHHOIO IEHCHOHHOIO
CTpaxoBaHus; MHQopmanus 00 oOpa3oBaHMM, KBaTHGHUKAMH, HHGOPMAIHSI
MEIHMIUHCKOro Xapakrepa;, WH(GopManus B JOKyMEHTaX BOMHCKOTO y4eTa M B IPYTHX
JOKYMEHTaX, KOTOpBIE COAEPXKAT [daHHble, HEOOXOOMMBIE pPabOTONATENI0 B CBI3U C
TPYAOBBIMH OTHOLIICHUSAMH.

1.2. O6paboTka NEepCOHANBHBIX NAHHBIX PabOTHHMKA OCYIIECTBISIETCS B uenﬂx
obecriedeHusl COOIIOIEHNS 3aKOHOB M APYTUX HOPMATHBHO-IIPABOBEIX aKTOB.



1.3. PaboToznarens BpaBe MpOBEPSAThH MEPCOHANbHbIE JaHHBIE PAOOTHUKOB C IENLI0
(dbopMHpOBaHUs KaIpOBOTO pe3epBa.

1.4. Ilpn npueme Ha paboTy, 3aKIIOUYEHHWH TPYIOBOTO JIOrOBOpa, 3allOJHEHHH
aHKETHBIX JaHHBIX paboToAaTenb He UMEET MIPaBO MOMy4YaTh M 0000IIATh HHOOPMAIIKIO O
PENIUTAO3HBIX, TOJUTUYECKHUX U APYTHUX yOeKIEeHUSIX paOOTHHKA.

1.5. Bce nepconanbHble JaHHBIE pa0OTHHKA pabOTOAATENh ITOIYYaeT TOJNBLKO OT
HETro camoro.

1.6. Pabotomarenr momydaeT W o0OpabaTbiBaeT MaHHBIE O YACTHOM JKHU3HU
pabOTHHKA TOJNBKO C €r0 MUCEMEHHOTO COTIIaCHSI.

1.7. Paboromarens coobimaer paOOTHUKY IENH, MPEANONIOKUTEIbHBIE HCTOYHUKY,
CIOCOOBI IONyYeHHsI IEepPCOHANBHBIX [aHHBIX, XapakTep IE€PCOHANBHBIX IaHHBIX H
HOCJIEICTBHS OTKa3a pabOTHHKA 1aTh MHCbMEHHOE COIJIACHE Ha MX IOJIyUYeHHE.

1.8. TTonyyath mepcoHalbHbIE JaHHBIE PAOOTHUKOB HA OCHOBAHHMH 3aKOHA MOTYT:
HaJoroBele oprasbl, IlencronHsli QoHn P®, ®oHn commansHOro crpaxoBaHust Pd,
@enepanpHas WHCIEKIMS TpyAa. Vcmonp3oBaHKe MEPCOHANBHBIX IaHHBEIX PaOOTHHKA
JOITyCTUMO TOJIBKO B COOTBETCTBHH C LIENIAMH, ONPEAEIUBIINMY UX NodydeHue. [lepenaya
IIEPCOHAIBHBIX JaHHBIX paOOTHUKA BO3MOXKHA TOJNBKO C COTIachs pabOTHHUKA, €CIIM HHOE
HE IIPEeIyCMOTPEHO 3aKOHOAATEIHCTBOM.

1.9. Paborogarens w#MmeeT MpaBO COOUpaTh TEPCOHANBHYIO HH()OPMALHIO,
COJEPIKALIYIOCS B TIOKyMEHTaX, IPeJOCTaBIeHHbIX pa0OTHUKOM MPH MpHeMe Ha pabory.

1.10.Paboronarens MpoM3BOAUT pacueT W BHILIATY HAJIOTOB 3a pabOTHHKA IIyTEM
yaepXaHus HUX W3 3apaboTHOM miaTel, paboTomaTelhb HMeeT MPaBO COOMpPAThH
npenycmortpennasie Hamoroseim Konekcom PO cBeneHns 0 HaloromnarenbIiyKe.

1.11.lannoe IlonoxeHune mnpenoTBpallaeT HECAHKIMOHUPOBAHHBIA OOCTYN K
uHQOpMallMK, ee TMPOTHUBOMPABHOE KOMUPOBAaHHE, HCKAXKEHHE, HCIIONL30BAHUE
IIPEIHAMEPEHHOIO PACIIPOCTPAHEHUsI HEIOCTOBEPHOM WHGOPMAIMK, HCIOJb30BaHKE
UH(GOpMAaIH B MMPECTYITHBIX U KOPBICTHBIX IENSX.

2. Ilopsinok XxpaHeHHs, HCIOJIL30BAaHHUS U MepeIavdd
MEePCOHAJIbHBIX JaHHBIX Pa00THHKA

XpaHeHHe IIEpCOHANBHBIX MAaHHBIX [OJDKHO HCKJIIOYATh WX yTpaTy HIA HX
HEIPAaBUIILHOE UCIOJIb30BaHNUE.

2.1. XpaHenue, Bbla4a TPYZOBBIX KHUXKEK (IyONHMKAaThl TPYIOBBIX KHHKEK);
XpaHEHMe JIMYHBIX [l paOOTHUKOB U MHBIX JTOKYMEHTOB, OTPa)KalOIIUX IIEPCOHABHBIE
JaHHble pabOTHHWKa, BO3JAralOTCsi Ha PYKOBOIUTENS, CeKpeTaps u pabOTHHKOB
Oyxrantepuy (CMHCOK JHI YTBEPKAAeTCs MPUKA30M IO HIKOJIe).

2.2. IlepcoHanbHble JaHHBIE PAOOTHUKOB BMECTE C HEOOXOIUMBIMH ITOKYMEHTAMHU
OCTaloTCs y paborojmarens HIW JUIla, OTBETCTBEHHOTO 3a O(OpMIIEHHE IPHEMA WU
XpaHEeHHs JTUYHBIX JeNl COTpYyAHUKOB. [Iopsnok xpaHeHUs TPy IOBBIX KHIKEK YCTAHOBJIEH
HMHcTpyKIKen 10 3all0IHEHUIO TPYIOBBIX KHUXKEK.

2.3. PaGoronarens 00ecneunBaeT XpaHEHHE ePBUYHBIX JOKYMEHTOB, CBSI3aHHBIX C
00pabOoTKOM NOKyMEHTALMH 110 y4eTy TpyJa, KaJpoB U OIUIATHI TPyJAa B OpraHu3zanuu. B
OyXranTepuu XpaHATCS AOKYMEHTHl IO y4YeTy HCIOJb30BaHUS pPabO4Yero BpPeMEHH H
pac4eToB ¢ IEPCOHAJIOM M0 OIIaTe TPya.



2.4. Ilpn nepenade mnepcoOHANbHBIX NAHHBIX PaOOTHHKA paboTOmATENh IOJDKEH
coOmroIaTh Clienyroliue TpeOoBaHUS:

2.4.1. He coobumars nepcoHajbHble TaHHbIE pa0OTHUKA TPEThEH CTOPOHE 6e3
IMCBMEHHOIO corjlacusi pa0OTHHKA, 3a HWCKIIOYEHHEM CIIy4aeB, KOIJa JTO
HEoO0XOIMMO B LIeJISIX MPeRyNpexIeHNs YIPO3bl KH3HUA U 3I0POBBIO pabOTHHKA, a
TaK)Xe B CIIy4asiX, yCTAHOBJIEHHBIX (DelepabHBIM 3aKOHOM.

2.4.2. He coobmare nepcoHalbHble NaHHbIE PabOTHHKA B KOMMEPYECKHMX
nensx 6e3 ero MICEMEHHOTO COTJIacHsl.

2.4.3. IlpenynpenuTs aull, NOIy4alOMUX NEPCOHATbHbBIE aHHBIE pAOOTHHKA,
O TOM, YTO 3TH JaHHBIE MOTYT OBITh UCIIOJIb30BAHEI JIUIb B LENAX, IS KOTOPBIX
OHH COOOIIEHBI, ¥ TPeOOBATh OT ITUX JIHUI IIOATBEPKACHHS TOTO, YTO 3TO IPABHUIIO
cobmoneHo. Jluma, mosmydaromue IMepcoHaNbHbIe AaHHBIE PabOTHHMKA, OOS3aHEI
COOMIONaTh PEeXUM CEKPeTHOCTH (KOH(MHUAEHIHANLHOCTH). JIaHHOE IOJIOKEHUE He
pacnpocTpaHseTcs Ha OOMEH NMEPCOHANBHBIMU JNaHHBIMH Pa0OTHUKOB B IOPSJKE,
YCTaHOBJIEHHOM (eiepaTbHBIMU 3aKOHAMHU.

2.4.4. PaspemaTb AOCTYI K IEpCOHAIBHBIM JaHHBIM PAOOTHUKOB TOJBKO
CIELMAJIbHO YIIOJTHOMOYEHHBIM JIUIaM, [IPH 3TOM yKa3aHHBIE JIMIA JODKHEI UMETh
OpaBO IMOJIy4aTh TONBKO Te IIEPCOHANbHbIE IaHHBIE pPaOOTHHUKA, KOTOPEIE
HEOOXOAVMBI AJIs BHITIOTHEHHSI KOHKPETHBIX (YHKITHIA.

2.4.5. TlepenaBath nepcoHalbHBIE JaHHble pPa0OTHHKA MPEICTABUTEISM
paboTHMKOB B Mopsiake, ycraHoBieHHOM TK P®, wu orpaHuuuBate 3Ty
MHQOPMALMIO TONBKO TEMH IIEPCOHANBHBIMH JaHHBIMH pa0OTHHKA, KOTOPHIE
HeOoOXOJMMBI 715 BEIIOJIHEHHS YKa3aHHBIMU MPEACTABUTENAMHA HX QYHKIIHIA.

2.5. Ilepenaya nepcoHaIbHbIX JaHHBIX pAOOTHHKA B Mpe/e/iaX OpraHu3alliH:

2.5.1. Paboromarens mnpenocTaBiseT HHOGOPMALKIO W UHBIE CBEICHHUS,
HEoOXOAMMBIE Ui NPOBEPKHA NPAaBHUIIBHOCTH MCYMCIEHHS M YIUIAThl HAJOIOB,
00s13aTebHBIX IJIaTeXel B roCyTapCTBEHHYIO OIOKETHYIO CHCTEMY; JOKYMEHTEI O
IUIaTEXXECIIOCOOHOCTH; CBEAEHUS O YHCIEHHOCTH, COCTaBe pabOTaroIuX,
3apa0OTHOM IIaTe U YCJIOBHUAX TPyZAd, O HAIUYMH CBOOOIHBIX pabOYMX MECT;
JOKYMEHTBl 00 OIUIaTe HAaJOroB IO TpeOOBAHWIO OPraHOB BJIACTH YIIPaBICHHS,
IPaBOOXPaHUTEIBHBIX OPraHOB, FOPUANYECKHUX JIUL, UIMEIOIINX Ha 3TO MPaBo.

2.5.2. llpenocraBnseMas uHGoOpMalnus MOXET OBITh YCTHOHM  HWIM
IMCEMEHHOM, BO BTOPOM CJIy4ae — 3aB€peHa MeYaThio U IMOANUCIMHE ONpeaeleHHBIX
JIHII. *
2.6 JlaHHBIA TNOPSOOK XpaHEHUs, WCIIONB30BaHUMS MU IMepeladd IMEPCOHATBHEBIX

JaHHBIX pa0OTHHKA PACIpPOCTpaHsAeTCd Ha MUHGOPMALUIO HA OYMaXKHBIX M 3JIEKTPOHHBIX
HOCHUTEISX.

3. O6s13aHHOCTH padoToaaTE/ N
10 XPAHEHHIO H 3aIIHUTe NePCOHAIbLHBIX TaHHBIX PA0OTHHKA

3.1. PabGoronarens obecneymBaeT 3allWTy IEPCOHANBHBIX TaHHBIX PabOTHHMKA OT
HETNPaBOMEPHOI'O MX HCIONB30BaHUS WM YTpaThl 3a CUET COOCTBEHHBIX CPEICTB B
NOpsiZIKe, YCTAaHOBIEHHOM (heZiepaTbHBIM 3aKOHOM.



3.2. PaboTtonarens 3HaKOMUT pabOTHHKA IMOA POCHHUCH CO BCEMH BHYTPEHHHMH
JOKYMEHTaMH, KacaroIIMMHCsS Iopsaka o0paboTku, Mmepenadd MepCOHAIBHBIX IaHHBIX
pabOTHHUKOB, O MpaBax v 00SI3aHHOCTAX B 3TOHM 00IacTH.

3.3. Pabotomarens obecnedrBaeT NOCTYN K MEPCOHATBHBIM IAaHHBIM pabOTHHKA
TOJIBKO YIIOJIHOMOYEHHBIM JIMIIAM.

3.5. PykoBomutens 3akpemsier B llpukaze mo VYwupexaeHWro pacmpeieicHHe
o0s13aHHOCTEH 110 00paboTKe MepCOHATBHBIX JaHHBIX.

3.6. 3ampemaercs o6paboTka HMHGOpPMALUU B TPHCYTCTBHM HHBIX JIHI[ KPOME
MMEIOIINX IIPaBO AOCTYTIA K MePCOHATBHBIM JaHHBIM PabOTHHKA.

3.7 PykoBomuTenb XpaHUT [JOKyMEHTHl (TpyIHOBble KHWXKH B celie), B
anekTtpoHHoM Buae B AMC «lllkona»; pexomeHmyeTcss MpU 00pabOTKe HaHHBIX C
IIOMOILIBIO KOMITBIOTEPA 3aKphIBaTh MapoiieM (ailiibl, IMEIOIIUe TIePCOHAIbHBIE JaHHEIE.

4. IIpaBa paGOTHHKOB Ha 3aIIUTY NMEPCOHAJbHBIX JAHHBIX

4.1. Cornacto c1.89 TK P® pabGoTHIKH HMEIOT IIpaBo Ha:

4.1.1. Tlommyro mH(OpMaIMIO 00 WX TMEPCOHATBHBIX JAHHBIX W 00paboTKe
3TUX JAHHBIX.

4.1.2. CBobonnbifi OecruiaTHBIA IOCTYN K CBOMM IE€PCOHATBHBIM IaHHEIM,
BKJIOYasl IIPaBO Ha MOJy4eHHE KOMWM JIt000i 3amicH, cofepikaliel mepcoHaibHbe
JaHHBIE paOOTHHKA, 32 MCKIIIOUEHUEM ClydaeB, MPEIyCMOTPEHHBIX (helepalbHbIM
3aKOHOM.

4.1.3. Ompenenenvie CBOUX IPeNCTAaBHTENEH  OIA  3allUTBl  CBOHX
MEPCOHATBHBIX JaHHBIX.

4.1.4. Jloctynmn K OTHOCAIIMMCS K HUM MEIUIIMHCKAM NaHHBIM C ITOMOILBIO
MEAULMHCKOTO CIeIHaucTa 1Mo UX BEIOOPY.

4.1.5. TpeboBaHuMe 00 WCKIIOYEHUHM WIH HCTIPABICHUH HEBEPHBIX WIIH
HETOJHBIX IE€PCOHANBHBIX HaHHBIX, a TakKkKe MHaHHBIX, O00pabOTaHHBIX C
HapymeHueM TpeOoBaHuii TK P®. Ilpm otkaze pabGoTomaTenss WCKIIOYHMTH HIIA
UCIIPaBUTh IIEPCOHAIBHBIE JaHHble pabOTHMKA OH HWMeEEeT MpaBO 3asBUTh B
NUCBbMEHHON (opme paboTomaTeNto O CBOEM HECOTJaCHH C COOTBETCTBYIOLIAM
obocHOBaHMEM Takoro Hecornacus. [lepcoHanbHbIe JaHHBIE OIIEHOYHOTO XapaKTepa
pabOTHUK MMEET MpaBO JONOJHUTH 3asBJICHUEM, BBIPAKAIOIIMM €r0 COOCTBEHHYIO
TOYKY 3PEHUS.

4.1.6. TpeboBanue 00 wu3BemleHUH paboTomaTesieM BCeX JHUI, KOTOPBIM
paHHee ObUIM COOOIIEHBI HEBEpHbIE WM HEIOJIHbIE ITePCOHATBHBIE TaHHBIE
paboTHHKa, 000 BCceX MPOU3BEIAEHHBIX B HUX HMCKIIOYEHHUSIX, UCIPABICHUSX HIIN
JIOTIOJTHEHHUSX.

4.1.7. PaGoTHUKM NOJKHBI OBITH O3HAKOMIICHBI TIOJl POCIIHCH C HACTOSIIMM
[MonoxeHueM.

4.1.8. OGxanoBaHue B CyI JIOOBIX HENMPaBOMEPHBIX HEUCTBHHA WM
6e3neiicTBus paboronareins npu oOpaboTKe U 3aIUTe ero MepCOHATBHBIX JaHHBIX.



S. OTBercTBeHHOCTH padoToaaTe/is U JINII,
OCYIIECTBJISIONIHX pa0dOTy C MepCOHATbHBIMH JaHHLIMHA

5.1. PaboTrHuk 00s13aH:

- 3Hate llepeyeHb cBeneHMM  KOHQUICHIMATGHOIO Xapakrepa B MOY
KyBimrHOBCKOM cpenHeit o0mieobpaszoBarensHoi mkone Nel;

- XpaHUTH B TalHE WU3BECTHBIE EMY KOH(UIEHIMATIbHBIE CBeICHNS, HHMOPMUPOBATH
pyKoBOIuUTENs O (haKTax HaPYIIEHWS TTOPSIKa OOpalleHus ¢ KOHMUIEHIMATEHEIMA
CBSIICHISIMM, O CTaBIIMX €My M3BECTHBIM IOIBITKAX HECAHKIMOHHPOBAHHOIO
JOCTyna K MHQOpMAIIIH;

- COOMIONATh NMpaBUiIa MOIB30BAHMS JOKYMEHTAMH, TOPSIOK WX Y4eTa ¥ XpaHeHWS,
obecrieyrBaTh B Mpolecce paboThl COXPAHHOCTh MH(GOPMALMH, CONEpKaIelcs B
HUX OT IIOCTOPOHHKX JIIT,

- 3HAKOMUTECS TOJBKO C TEMH CIIy)XeOHBIMH JOKYMEHTaMH, K KOTOPBIM IOIy4eH

~ IOCTYII B CHJLy HMCIIOJIHEHUSI CBOUX CITY>KEOHBIX O0S3aHHOCTE}A.

5.2 Jluna, BUHOBHBIE B HAPYIIEHHH HOPM, PETyIUPYIOLMX MOTydeHHe, 06paboTKy
M 3alIUTy  [EPCOHANBHBIX  NAaHHBIX  pabOTHHKA, HECYT  IWCHUILIMHAPHYIO,
aIMUHUCTPATUBHYIO, TPa)XTAHCKO-NIPABOBYIO WM YTOJOBHYKO OTBETCTBEHHOCTH B
COOTBETCTBHH C (helepaTbHbIMK 3aKOHAMH.

5.3. K coTpynnuKy, OTBETCTBEHHOMY 3a XpaHEHHE IEPCOHATBHOM HH(OPMALHH
paboTHHKOB, paboTofaTeNb BIpaBe NPUMEHUTH OJHO W3 JMCLMIUIHHAPHBIX B3BICKAHMIA,
npenycMorperHbix cT. 192 TK P®, a mmeHHO: 3aMeuaHue, BBITOBOp, yBONbHeHHe. K
AWCLUUILTAHAPHON OTBETCTBEHHOCTH IPHBIIEKAIOTCS TONBKO Te PabOTHUKM, KOTOpBIE IO
YCIIOBUSIM CBOHX TpPYHOBBIX JIOTOBOPOB 00s3aHbl COONIOAAaTh MpaBuia paboTHl ¢
[IEPCOHAJIBbHBIMU JTAHHBIMHU.

5.4. Paboronarens BIpaBe pacTOPTHYTH TPYAOBOM JOrOBOp IO CBOEH MHHUIMATHBE
IpH pasriallieHNH OXPaHseMOi 3aKOHOM TalHBbI, CTaBIIel W3BECTHOW PaOOTHHMKY B CBS3U
C UCIIOJIHEHUEM UM TPYIOBBIX 00SI3aHHOCTEN.



